
Tutorial for the 
MFD Print Charge Review Report 

 
Site: https://reports.utoledo.edu/ |  Link: Power BI    | Folder: Finance -> Departments   |    Report: MFD Print Charge Review 

Note:  Use the Excel export option, then save as PDF.  The PDF option in the tool, may create blank pages or table columns overflow into next page. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select the begin and end dates 
for your report.  These cells are 
defaulted to the prior month. 

Using the dropdown 
arrow, select the 
index(es) you want in 
the report. 

Organization(s) and Level 3 
Org(s) are defaulted to all.  
There is no need to adjust, 
although you can if desired. 

If looking for a 
specific person’s 
usage, select all for 
the Index(es), then 
enter either the 
individual’s Rocket 
Number or UTAD.  

We have defaulted 
to all types. You have 
the ability to select 
just one type if 
desired. 

The report type allows you to select either: 

Formatted = Clean looking report showing the 
summary of charges for the index |by person| by 
type of machine 

Data = Excel spreadsheet listing each transaction 
for the index in date/time order 

See examples below. 

 

Use to 
run the 
report 

Allows you to customize 
how the data is presented.   

See examples below. 

https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Freports.utoledo.edu%2F&data=04%7C01%7CJoy.Seifert%40utoledo.edu%7Cfe09e1d9b0f149660b7308d9f7196d02%7C1d6b1707baa94a3da8f8deabfb3d467b%7C0%7C0%7C637812510836110301%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=qLfPzwLQwmO5%2B7xtkWWAqAh0KuZroAFCrg87zDRgC%2B0%3D&reserved=0


 

Formatted report example by “Cost” 

 

Formatted report example by “Pages” 

 

Data report example by “Cost” and “Pages” – they look exactly the same

 


